
 
Name 

701 Scarboro Road 
Address line two 

Oak Ridge, TN 37830 
865-XXX-XXXX 

 
 
To customize this letterhead, please open the header function of your word processor. 
 
Make the appropriate changes to the header by adding your name, mail stop to the zip code, your phone 
number, your fax number, and your e-mail address. 
 
Save this customized file to use as a template for future correspondence. 
 
Please remember to delete these instructions before saving your customized file. 
 



 

 


